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Delegate Agency supplier (eProcurement) Training

Material

ISupplier Portal with Invoice Creation

i S el eCay of @hicago iSupplier Portal with Invoice Creation. 0

i Expand option to select Home Page

CITYor CHICAGO  E-Business Suite:JADE

B Favorites ¥ Logout Preferences Help

Enterprise Search |AII | @ Search Results Display Preference |Standard .

Logged In As
Oracle Applications Home Page

Personalize Full List
= B3 cay of Chicago iSuppler Portal with From Type Subject Sent Due
Invoice Creation There are no notifications in this view,

= Home Page TIP Vacation Rules - Redirect or auto-respond to notifications.

] City of Chicaga Online Bidding TIP Worklist Access - Specify which users can view and act upon your notifications.
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Material

Orders and Finance Tab

U Orders: View Contracts and Releases

U Finance: Create Invoices and View Payments

CITYor CHICAGO  jSupplier Portal

n Navigator v B Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Admin | Finance

Search |PO Number E I Go
Full List o Agreements
Subjed Date o Purchase Orders
No resufts found. | :_furchase Histoﬂ
b
e Receipts
2 e Returns
View Contracts i
and Releases Create Invoices, View m. e
Invoices & Payments Rl =
! Payments

e Payments



Delegate Agency iSupplier (eProcu

Material

Orders Tab

AView Agreements
AFInd Global and Standard PO-Release
AEXport Information

CITYor CHICAGO  iSupplier Portal

N Navigator v  BE Favorites v Home Logout Prefere

Shipments | Admin | Finance
Purchase Orders | Agreements | Purchase History | Work Confirmations

Purchase Orders

Views
View |AII Purchase Orders Go | Advanced Search |
Select Order: | Acknowledge | | View Change History | <) Previous |1_25 . Next 25 &
' Change
PO Document Request Acknowledge
Sel Number | Rev Operating Unit Type Description Order Date Currency Amount Status Status By Attachments
O [e7430 | CITY OF Standard PO 20-Mar-2019 17:17:12 USD 80,590.00 Open
CHICAGO - GRE
O 96851 0 CITY OF Standard PO 13-Mar-2019 18:20:42 USD 30,560.00 Open
CHICAGO - GRE
O 96849 [0 CITY OF Standard PO 13-Mar-2019 18:19:14 USD 109,709.00 Open
CHICAGO - GRE
O 96000 0 CITY OF Standard PO 05-Mar-2019 15:01:12 USD 67,000.00 Open
CHICAGO - GRE
O [|e468 |o CITYOF Global Blanket  pFsS-CORP-HL-PSH: 29-Jan-2019 09:31:38 USD 414,538.00 Open
CHICAGO - GRE [Agreement
O (85155 |0 |CITYOF Global Blanket  pFSS-CDBG-HL-SPC: 29-Jan-2019 09:31:16 USD 161,180.00 Open

CHICAGO - GRE Agreement
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Material

Finance Tab

i Create Invoices
i View Invoices
0 View Payments

. ® bplier Po

Home | Orders | Shipments | Admin ||Finance

Invoice Actions

Create Invoice IWith a Po l Go
Note that the search is case insensitive
Supplier DEBORAH'S PLACE
e I Invoice Amount |

Invoice Date From I e Data T ﬁ

example: 18-Jul-2013
Invoice Status i i Currency |
]

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Release PO Number Status Withdraw Cancel Update View Attachments
No search conducted.

Release PO Number |




Delegate Agency iSupplier (eProcurement) Training

Material

Create Invoice Option

ASel ect nFi

AUnder

nanceo
nNCreat e

|l nvoicedo and Al nvoice Act

A Navigate to the Right of the Screen

ASel
ASel

CITYor CHICAGO

ect

ect nGoo

iSupplier Portal

Shipments | Admin
reate Invoices| | View Invoices | View Payments

nNCreate |

nvoice with a POO

n Navigator v EF Favorites w Home Logout Preferences Help

Ilnvoice Actionsl
—
Create Tnvoice IWith a Po[v| El
Search

Mote that the search is case insensitive
Supplier DEBORAH'S PLACE

Invoice Number |

Invoice Date From I

(exxample: 18-Jul-201%
Invoice Status I i
6o | [ dear |

Invoice Number Invoice Date
No search conducted.

I!

Invoice Currency Code

Release PO Mumber |

Invoice Amount |

Invoice Date To I

Currency |

Invoice Amount Release PO Number Status Withdraw Cancel Update View Attachments



Delegate Agency iSupplier (eProcurement) Training

Material

Search for Active Release PO Budget
Lines

U Ent er NRel ease PO Numbero i n the Search B¢
U Sel ect nGo o
U Sel ect n N

CITYor CHICAGO  iSupplier Portal

m Mavigator v BE Favorites w Home Logout Preferences Help

@ e -~ o
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Purchase Orders

| Search
Note that the search is case insensitive Advanced Search
Release PO Number [97430| x @ I
Release PO Date |
(=campley 15102015
Rdvances or  Item Ttem Supplier Item Unit Ship Packing

Select PO Number Line Shipment Financing Description Number Number Ordered Received Invoiced UOM Price  Curr To Organization Shp Waybill

No search

conducted.

Cancel | |Step 1 of 4 | Next




Delegate Agency iSupplier (eProcurement) Training

Material

Adding Budget Lines to an Invoice

U Select the appropriate budget Line (0005-Salaries, 0044-Fringes, etc.)
U Must match documentation
U View Ordered Amount and Invoiced Amount to Determine Available Balance
U Click ANextoO
Home | orders | Shipments | Adwin || Fnance IR . T

Fmaheinmim | View Invoices | View Payments

@ { { O
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Purchase Orders

- Search

Mote that the search is case insensitive Advanced Search
Release PO Number [37430 @®

Release PO Date I

(escample: 18-Jul-2013)

o ez

Select Items:| | Add to Invoice

Select All | Select None

Advances or |Item Ttem Supplier Item Unit Packing
Select|PO Number + |Line Shipment Financing Description Number  Number Ordered ived Invoiced UOM Price  |Curr Ship To Organization Slip Waybill

[ [pza30 101 0 0005-PERS 62012 20670.72 USD 1 usp 050-2515 HOMELESS  CITY OF CHICAGO -
SERVICES GRE

O 7430 2 1 0 0044-Fringe 11252 3787.17 LsD 11 usp 050-2515 HOMELESS CITY OF CHICAGO -
Benefits SERVICES GRE

97430 3 1 0801-Indirect 7326 2446.34 PsSD 1 UsD 0350-2515 HOMELESS  CITY OF CHICAGO -

O O

SERVICES GRE




Delegate Agency iSupplier (eProcurement) Training

Material

Enter Invoice Detalls

C*TY'-:'- CHICAGO  iSupplier Portal

n Mavigator ¥ B Favries v Home Logout Preferences

Create Invoices ~ View Inmims | View Payments
o i : ]
Purchsse Crders Details Manage T=x Review and Submit

..Lg Confirmation
Attachment Sample Fle Invdice Form has been added sucessfully but nat committed; it would be committed when you commit the rest of the current transaction.

Create Invoice: Details
* Indimtes required field E Step 2of4
 Supplier - Invoice

. *E:ppﬁf; = Invgiee Number |§?4m-19-o1 0]
p * . &
| + femit To D Q ;_;,I Inwoice Dste |13-Ju|-zo19 s D

Invoice Type  Invoice

T (EFT) CHICAGDIL 60612 e
* Invaice Desaription [0¢/01/2013 - 06/30/2019 HS
o
Dete Good/Senices Received [30-un2015 | &
# Department Number @ [+}
DEPT OF FAMILY AND-SUPPORT SERVICES
* Aftachment . . add... | @
- Customer
Customer Tax Payer ID
Customer Meme  CITY OF CHICAGD - GRE
Address 121 NORTH LASALLE STREET Chicago 60602 US
- Ttems
Releasa PO Number Line  Shipment Tem Number TEem Description Supplier kem Number Ship To Awailable Quantity *Quantity Unit Price UOM|  Amount
57430 1 1 0005-PERS 050-25 15 HOMELESS SERVICES 4134128 5200 1 5D | 5200
57430 2 1 0044-Fringe Benefits 050-25 15 HOMELESS SERVICES T464.E3 1200 1 sD| 1200
3 1 0801-Indirect 050-25 15 HOMELESS SERVICES 4873 66 150 1 UsD| 150

Gance] | Back |[step2 of 4 | Heat |
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Create Invoice - (3) Required Attachments

Add Required Supporting Documentation

1. Invoice Forms: include Invoice Summary, Invoice Salary Expenditure Only,
and Invoice Non-Personnel Expenditure Form (Excel version only).
a . Enter Alnvoiceo i n the Title
b. Attach Invoice copies

2.Supporting Documenteat Papraoll RégiSter pgyno, r t 0
Invoice copy for non-personnel cost, etc.
a. Enter fASupporto in the Title
b. Attach supporting documentation copies

3. Certifications: e.g., Voucher Certification Form, Tax Payment Certification

Form, etc.
a . Ent er nCertificated Iin the Ti

b. Attach certification copies

*Only upload three attachments for each invoice. *NOTE: Supporting
Documentation should be in order of the billed expense.

S e

S e

t |
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Material

Create Invoice - Required Information

Remit To: Verify that the remit-to address and bank account detail for your institution is correct. It can
be changed by selecting a different firemit too

Invoice Number: This field is identified as a unique number assigned for tracking and billing purposes
and applied in the system to avoid duplication of invoices.

a. Conventional invoice number consists of four elements: PO number-Release number-
Expenditures covered year (2 digits)-Sequential number (2 digits), e.g., 33328-1-19-01.

b. eProcurement invoice number omits the PO number and consists of three elements:
Release Number-Expenditures covered year-Sequential number, e.g., 45672-19-01.

Invoice Description: Enter the period covered followed by the two-letter program code. For example:
08/01/20197 08/31/2019 PH. PH stands for fAPublic Healtho p
program; SH stands for fASheltero program; CC st
program. If you do not know the program code, you may just enter the period covered with no program

code. *The Invoice description identifies the period covered for when services performed and/or cost incurred for your submitted invoice.

Date Goods/Services Received: This will be the end date of the expenditure covered period in the
format DD-MMM-YYYY. We recommend choosing the day from the calendar selector. Example:

Date Good/Services Received |31-Aug-2017 ']éT

Department Number: You can select the magnifying glass to see a list of department numbers, but
common departments are: 21 Department of Housin
People with Disabilities; 50 Family and Support Services; 54 Planning and Development; 57 Chicago
Police Department; 70 Business Affairs and Consumer Protection.

S i

ar
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Material 12

Create Invoice Detalls (Cont.)

i1 Review and Submit Invoice



